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CITY OF RIVERSIDE
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HUMAN RESOURCES DEPARTMENT Revised

CLASSIFICATION SPECIFICATION

TITLE: FRANCHISE AND CONTRACTS OFFICER

DEFINITION 

Under direction, to d evelop, im plem ent, and m onitor a var iety of progra ms a nd activities c ontracted with outside

vendors, agen cies , and  orga nizatio ns pe rtainin g to anim al control, cable TV, transportation, and specific revenue

generating activities and services;  to provide city-wide coordination of franchises and contracts; to prepa re a variety

of related a dmin istrative ana lyses and  reports; a nd to do re lated work  as requ ired. 

REPORTS TO: Finance Director

SUPERVISION RECEIVED AND EXERCISED 

Rece ives gen eral direction  from  the Finan ce Direc tor.  

EXAMPLES OF DUTIES  

Duties may include, but are not limited to, the following:

• Develop, implement, and monitor performance and revenues related to contracted services with outside
vendor s, in conju nction with a ppropria te depar tmen ts and of ficials, outside  agenc ies, and o rganization s. 

• Develop performance criteria and requests for proposals as needed for services contracted to outside vendors,
agencies, and organizations; to prepare a variety of related, complex and technical administrative analyses and
reports as required.

• Administer the City’s Cable TV franchise and  assure c om plianc e with  the fr anchisee agr eem ent; m onito r Cab le
TV sig nal quality, reso lve com plaints, and  ensure  all services  are prov ided as s tipulated in the  agreem ent.

• Administer the agreement for animal regulation services between the City and Riverside County Health Services
Age ncy;  ensure compliance, settle disputes, handle complaints, negotiate contracts for animal regulation
services; and draft legislation as needed.

• Administer the taxi franchise and various other types of transportation including vehicles for hire, convalescent
transports, horse and carriages;  ensure that all franchise conditions are met by the franchisee as well as h and le
all complaints concerning service; handle all applications to provide service and ensure insurance and permitting
regulation s are in co mplian ce; advis e and as sist in prep aring ord inance c hange s.  

• Ensure that only duly fran chised f irms o r those w ith valid contracts provide regulated services within R iverside 's
corpor ate limits.  

• Serve as the City's premary representative in negotiating assigned franchise agreements and contracts for
municipal services.

• Research, investigate, and respond to complaints and inquiries from the general public, city departments, and
outside vendors, agencies, and organizations relative various franchise agreements and contracts, as  assigned.

• Develop and im plem ent appr opriate  polic ies and procedures; maintain records of contracts, franchises, and
related agreements w ith appropriate data for use by City managem ent staff.

• Review and examine records of outside agencies and/or organizations relative to franchises and contracts and
request specific data as required to monitor performance and/or evaluate requests for changes in level or type
of service  and/or c omp ensation  or rate ch anges .    

• Conduct or coordinate background checks and investigations on  applications by outside agencies or
orga nizatio ns to  offe r spe cific f ranc hise  cont ract s ervic es or  perm it serv ices  as ne cessary.
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• Prepare appr opria te rep orts a nd re com me nda tions  to City o fficia ls, City C ouncil, and other organizations and/or
agencies as required and as appropriate; coordinate with, and assist, City management on m atters relate d to
contracts/franchises and grants.

QUALIFICATIONS 

Know ledge of:  

• Principles, methods and practices of performance evaluation, contract administration, and contract negotiating
techniqu es and  strategies .  

• Research techniques, methods, and procedures.

• Auditing techniques, methods, and procedures.

• Principles and practices of public administration and government organization.

• Principles  and tech niques o f system s and p rocedu res ana lysis.  

• Personal computers and related software.

Ability to:  

• Analyze an d interpret c ontracts  and fran chises  as to con tent and m eaning.  

• Gathe r pertinent fa cts, ana lyze and arrive  at sound  conclus ions.  

• Effective ly comm unicate c omp lex subje cts to diver se aud iences u sing written  and ora l skills.  

• Establish and maintain effective working relationships with management and outside organizations, agencies
and vendors.

• Analyze, interpret, and report research findings in clear, complete, and logical form.

• Prese nt ideas c oncisely an d effec tively, orally, and in writing.  

• Super vise, train, an d evalua te staff as  required .  

• Develop legislative provisions relating to franchises and contracts.

• Operate a personal computer and related software.

Education and Experience: 

Any combination of experience and education that would likely provide the re quire d kn owledge  and a bilities  is
qualifying.  A typica l way to obtain th e know ledge an d abilities wou ld be:  

Education: Bach elor's  degree from an accredited college with major course work in public administration,
bus iness adm inistra tion, o r clos ely rela ted fie ld.  A M aste r’s degree in public administration
or a related field is highly desirable.

Experience: Three  years' exp erience  in contrac t and/or fra nchise c omp liance wo rk.  

MEDICAL CATEGORY:    Group 1

NECESSARY SPECIAL REQUIREMENT

Possession of, or ability to obtain, a valid Class “C” California Motor Vehicle Operator's license.

CAREER ADVANCEMENT OPPORT UNITIES

FROM: Franchise and Contracts Officer

TO: Revenue and Contracts Manager


